Capstone Spouse Course – Spouse invitational travel orders via DTS
1.  Enter Bonnie Swanson as a final approver in your DTS system (see link on web site “How do I add an Approver” on spouse orders page or Fellows orders page)

2.  Log-in to DTS
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First you have to create an account for the traveler.  This is done by adding the spouse into your organizations DTS database.
3.  Now that the traveler is entered, you have to create the AUTHORIZATION.
Go back to the DTS home page and select OFFICIAL TRAVEL-OTHERS, then AUTHORIZATION / ORDERS
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-input the travelers SSN to search, then SELECT the person.
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-select CREATE NEW AUTHORIZATION / ORDER
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SECTION A:

-select starting point (RESIDENCE) and departure date (Saturday before the course starts to the Saturday after the course ends.)

-Trip Type = E-INVITATIONAL
-Trip Purpose = CONFERENCE ATTENDANCE

SECTION B:

-input arriving and departing dates (see above for dates)

-selection SEARCH LOCATION to get Location 1 to populate (Washington, DC).


SECTION C:

-select NO
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-Ensure locations and dates are correct.

-Select air travel and make airline reservations for those requiring airline tickets.
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-type in “Capstone Spouse Course, and course number XX-XX” in Comments to Approving Official Block
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-Scroll down to the PER DIEM ENTITLEMENTS section.  You now have to zero out all the lodging and per diem costs.  (lodging is with Fellow and perdiem is not authorized)
-select EDIT
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-click on EDIT ALL
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-put a 0 in the lodging block.  Ensure that the VALUES APPLY THROUGH date is correct (no lodging for the whole week)
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-scroll down and select DUTY DAY (NO PER DIEM)
-select SAVE THESE ENTITLEMENTS

[image: image11.png]icrosoft Internet Explorer.

Fle Edt View Favores Toos Help

Qs - © [ @O P oo @ -5 w0 -LJE B
‘address | @] http:fwww defenset G
Links ] Blackboard

Edt Ven Favorits Toos Hep

Ful Rate. ] Breakfast
Bected T Lunch
Available ] pinner
provises cost: (000
Occasional
SpeciatRate.

Other Per Diem Entitlements

1f you need to caim actuals for logging, take leave, designate OCONUS incidental amount, or indicate In Pace, you may check the appropriate.
box. Only one option may be apptied to a specified date or the date range used for the *Values Apply Through” Date.

© Mo Other Per Diem Entitlements
Leave
Check here f you are taking leave for the above date or date range.

@®  Duty Day(s)(Ho Per Diem)
(Check here if you need to use Duty Day(No Per Diem) for the above date or date range.

Updates ‘MNon-Duty Day(s)
(Check here f you need to use Non-Duty Day for the abave date or date rangs.

Authorized Delay
Infe Check here f you nesd to use Authorizes Detay for the above sate or date range.

Actual Lodging
Check here f you need to use Actual Lodging for the above date or date range.

o ‘OCONUS Incidental Amount - (Used to reduce the daty incidental rate to the minimum.]
Check here if your AD Getermines the minimum default incidental rate appties for the above date o date range, instead
of the applicabie locality rate included i the dafly amount for Meals and Incidentals.

©  InPlace - (Used to ncrease the MEIE amount to 100 on first or last day of travel)
Check here f you are beginning or ending your travel at a TDY location vice your permanent duty station.

@ et ]




-All lodging and perdiem/M&IE should now be 0.
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-select CONTINUE

-type in “Capstone Spouse Course. XX-X”.
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-select SAVE AND PROCEED TO PRE-AUDIT
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-select REASON CODE for the first error and select A14.
-type in reason code 2 that “Perdiem is not authorized”
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-click on SUBMIT COMPLETED DOCUMENT
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Once the order is routed to Capstone for approval, the NDU funding data will be added to pay any travel related costs (airline ticket, mileage, taxi, etc.)  Purchased airline tickets will be reimbursed when a DTS voucher is filed on behalf of the spouse.  Vouchers will also be routed to NDU for approval and payment.







